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Preface 


One of Canada’s oldest cultural agencies, the 
National Archives of Canada was established in 
1872. Serving as the collective memory of our 
nation, the Archives enhances our sense of 
national history and identity. It does so by ac- 
quiring, describing and preserving significant 
archival material relating to Canadian life — liter- 
ally millions of manuscripts, photographs, films, 
maps, tapes, video recordings, books, paintings, 
drawings, prints and machine-readable and other 
records. 


Since 1872, the role of the National Archives of 
Canada has evolved to include three functions: 
that of a national heritage institution responsible 
for archival records in all media, that of an admin- 
istrative arm of the federal government providing 
advisory and operational services in records man- 
agement, and that of a leading archival institution 
in the Canadian archival and records manage- 
ment community. 


Under the National Archivist, the Archives is 
responsible for conserving Canada’s archival 
heritage in the best possible condition and mak- 
ing it available to as wide an audience as possible. 
Its vast collections are used not only by historians 
and other professional researchers and scholars, 
but also by the general public. This short intro- 
ductory guide is intended to give these users an 
overview of services and facilities available to 
them. 


General Information 


@ Contacting the National Archives 


The postal address of the main building of the 
National Archives is: 


National Archives of Canada 
| 395 Wellington Street 
Ottawa, Ontario, Canada 
|__| KIA 0N3 


The postal address of the Personnel Records Cen- 
tre is: 


Personnel Records Centre 
National Archives of Canada 
Tunney’s Pasture 

Ottawa, Ontario, Canada 
K1A 0N3 


It is not necessary to enclose a self-addressed or 
stamped envelope nor to include prepayment for 
reproductions requested. Clients will be invoiced 
for services provided. There is no fee for basic 
reference services. 


Those making formal requests under the Access to 
Information Act must enclose the specified fee of 
$5.00. 


win (613) 995-5138 


_ (general information) 


i The general information service is res- 
ponsible for referring researchers to 
the appropriate area for assistance. 


| 3 053-3367 NPRC PAC OTT 
| 
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Contacti ng t the different services 
risions of the 
Archives 


HISTORICAL RESOURCES BRANCH 


The Historical Resources Branch is responsible for 
the acquisition, organization, custody and dis- 
tribution of historical records held by the National 
Archives of Canada. 


Frequently called numbers: 


Cartographic and Architectural Archives 
Division is responsible for Canadian 
cartographic and architectural records, 
both historical and modern, obtained from 
the private and public sectors, and a 
selected collection of foreign 
cattoetaphical records: 2: =. S22 er 995-1077 


Documentary Art and Photography Division 
is responsible for documentary art 
and photography having national 
Siznmticance Y: {S10 S270 eee te: 992-3884 


Government Archives Division is responsible 
for federal government records in textual 
or computerized form considered essential 
to the present and future operation of the 
government and to general historical 


research. 

Tectual records: 2... eee 996-8507 
Machine-readable (computer) 

FECOTUS) ... ac, eee 996-0689 


Manuscript Division is responsible for textual 
documentation from private sources, such 
as personal papers and records of 
organizations, pre-Confederation 
government archives, and copies of 
foreign official and private records relating 
to the history of Canada ....... 995-8094 


Moving Image and Sound Archives Division is 
responsible for audio-visual records such 
as films, sound recordings and television 
PIOGUCKONS: 10 eee eee 995-1311 


GOVERNMENT RECORDS BRANCH 


The Government Records Branch controls the 
process of records destruction throughout the 
federal government, evaluates implementation of 
policies about recorded information in depart- 
ments and agencies, and facilitates the manage- 
ment of government records by providing training 
courses, producing technical publications and 
operating federal records centres across the coun- 
try and the Personnel Records Centre. 


Personnel Records Centre is responsible for the 
personnel records and documents of 
former civilian and military federal 
employees and provides federal 
departments and agencies and authorized 
members of the general public with access 
ifthe material js. eee: 954-4135 


Please note that facilities and procedures 
at the Personnel Records Centre differ 
from those at the main National Archives 
building. Please contact the Centre 
concerning specific questions. 


PUBLIC PROGRAMS BRANCH 


The Public Programs Branch is responsible for the 
development and promotion of public programs 
(including publications and exhibitions), services 
to the public, co-ordination of public events and 
media relations, assistance to the archival com- 
munity and National Archives activities with the 
Canadian Council of Archives. 


Frequently called numbers: 


Archival Community Relations Division is 
responsible for promoting and 
supporting the development of a 
Canadian Archival Network and co- 
ordinating the provision of specialized 
advice, training and on-site assistance by 
National Archives of Canada staff to other 
archival repositories ............ 996-7591 


Auditorium and Boardroom Reservations 
administers the auditorium and board- 
rooms complex in the main building for 
the National Archives and the National 
Library. This complex is available to 
federal government departments and 
agencies and to non-federal government, 
non-profit organizations ........ 995-8665 


Canadian Centre for Information and 
Documentation on Archives is 
responsible for information services, 
bibliographic research and diffusion to 
professional archivists, students and the 
genieralOuDliC. cic. tanto scene 996-7686 


Exhibition Services is responsible for the 
exhibitions of the National Archives and 
thei circulation =~... 2 eee 996-3580 


Genealogical Services answers questions from 
individuals interested in tracing their 
family history and provides them with 
guidance in their research ...... 996-7458 


Laurier House is the former residence of two 
Canadian prime ministers, Sir Wilfrid 
Laurier and William Lyon Mackenzie 
King; itis now amuseum ...... 992-8142 


Library is responsible for collections of printed 
material acquired for reference purposes 
or to meet the information needs of 
National Archives staff ......... 996-7678 


Public Relations is responsible for maintaining 
relations between the National Archives 
and THeAnNediA 2G eee 992-9359 


Publication Services produces publications 
concerning the National Archives’ 
collections and services and distributes 
them to researchers and the general 
PU ee ee ee 996-1473 


@ Preparing for a visit to the 
National Archives 


To obtain the best results, you should prepare 
thoroughly for a visit to the National Archives. 


Consult existing publications (encyclope- 
dias, books, periodicals, published inven- 
tories of archival holdings, etc.) to gain a 
general background on the topic of interest, 
and for leads on archival documentation 
which may be available. 


Explore archival resources available locally 
through libraries, archives or other refer- 
ence Centres: 


Read the relevant publications in order to 
become familiar with the services, pro- 
grams and collections of the National 
Archives. 


Write or telephone before coming to the 
National Archives to determine whether 
relevant archival material is available, 
whether there are restrictions on con- 
sultation, the availability of reproductions 
or microfilm copies through inter-institu- 
tional loan and other options available. 
Some researchers may find that such in- 
quiries will provide all the required infor- 
mation and that a visit is not necessary. 


Genealogists should consult the publication Trac- 
ing Your Ancestors in Canada, which contains infor- 
mation they need to begin their research. This 
brochure may be obtained free of charge from 
Publication Services, National Archives of Can- 
ada, 395 Wellington Street, Ottawa, Ontario, Can- 
ada KIA ON3. 


Getting to the National Archives 


The National Archives and National Library 
building is located in downtown Ottawa on 
Wellington Street, at the intersection of Bay and 
Wellington Streets. 


The Personnel Records Centre is located in Build- 
ing 18 in Tunney’s Pasture, at the intersection of 
Goldenrod and de |’Eglantine Streets. 


Several bus routes pass in front of or 
near the main National Archives 
building. Researchers can use the reg- 
ular or express routes of the Ottawa- 
Carleton Regional Transit Commis- 
sion (OC Transpo) or the Outaouais Regional 
Community Transit Commission (CTCRO). 


For more information regarding the routes and 

schedules, researchers can contact: 

OC Transpo: 741-4390 (for Ontario residents in 
the National Capital Region) 

CTCRO: 770-3242 (for Quebec residents in 
the National Capital Region) 


The National Archives has ten visitor 
parking spots — eight on the west 
side of the building and two on the 
east for the physically disabled. Vis- 
itor parking spots may be used for a 
maximum of two hours. 


If you plan to spend the day at the Archives, there 
is a parking lot run by the National Capital Com- 
mission located at the intersection of Albert and 
Wellington Streets, a ten-minute walk from the 
Archives. If you prefer to park closer to the build- 
ing, there are a number of commercial lots in the 
vicinity. 
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Accommodation and tourist 
information 


For more information on the National Capital 
Region please contact: 


_gooacnsnoaveaiCovAMAnAHoneoeeoeoR ENA, 


Canada’s Capital Visitor and 
Convention Bureau 
7th Floor 
aie 222 Queen Street 

Ottawa, Ontario, Canada 
KIR 5B9 
(613) 237-5158 


© Facilities 


Directory boards on each floor of the main build- 
ing will guide researchers. In addition to several 
research rooms, there is a reading room on the 
third floor where textual documents can be con- 
sulted. Beside this room is the microfilm reading 
room and a typing room where researchers may 
use their own typewriter, dictaphone or com- 
puter. 


Admission to the main exhibition room, which is 
located on the first floor, is free and passes are not 
required. In addition to the documents displayed 
in this room, the public may visit other interesting 
archival exhibits periodically shown on the third 
and fourth floors, as well as in the lobby of the 
main building. 


In addition to the rest area in the first basement, 
couches, smoking areas and public telephones are 
provided on the first three floors of the building. 


@ Hours of service 


is The staff of the National Archives is 

available to respond to researchers’ 

CL} requests during office hours, that 
se 


is Monday to Friday, from 8:30 a.m. 
to 4:45 p.m., except for statutory 
holidays. 


Reference and reading rooms for maps, pho- 
tographs and other graphic documents, film and 
machine-readable records are open only during 
office hours. 


Researchers who need to consult only textual doc- 
uments (books, manuscripts and federal govern- 
ment records) may continue their research after 
office hours. The reading room is open twenty- 
four hours a day, seven days a week, including 
holidays. However, to use this room, researchers 
must have obtained a pass during regular work- 
ing hours. If researchers wish to reserve docu- 
ments or make an appointment with an archivist 
for assistance, they must do so during office 
hours. One should also keep in mind that many of 
the National Archives’ holdings are stored in sat- 
ellite buildings and may require some time to 
retrieve. Many of the documents frequently con- 
sulted are available on microfilm and can be used 
in the reading room at any time without being 
reserved. 


After office hours, a researcher wishing to retain 
textual records needed for consultation must store 
them in a locker, with the exception of self-service 
microfilm, which must be left in the reading 
room. A locker should be requested from the staff 
at the circulation desk in the third floor reading 
room during regular working hours. When leav- 
ing the building, you must return the locker key to 
the commissionaires’ office in the main lobby. 


The main exhibition room on the first floor is open 
every day from 9 a.m. to 9 p.m. 


Conditions of admission 


In order to conduct research at the National 
Archives of Canada, a person must be sixteen 
years of age or older and must obtain a pass, 
which will be issued on presentation of satisfac- 
tory identification. 


A person must register in Room 339 and the pass 
issued is valid for all divisions. The pass is valid 
from the date of issue to the end of the current 
fiscal year. Please note that you must register in 
person and that a pass cannot be used by another 
researcher. 


Before registering and consulting archival ma- 
terial, researchers should read Research Procedures 
and Regulations, which not only outlines 
researchers’ rights and obligations regarding the 
material to be consulted, but also describes the 
correct manner of handling material. It should be 
emphasized that documents cannot be removed 
from the research rooms. 
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@ Where to eat 


There is a cafeteria on the fifth floor of 
the main building. It is open Monday 
to Friday, from 7:00 a.m. to 3:30 p.m. 


Researchers may also eat in the rest 

area located in the first basement, 
where there are a number of vending machines. 
The commissionaire on duty at the entrance will 
give directions. 


@ Where to leave personal belongings 


For the protection of records under 
National Archives custody, it is 
required that coats, parcels, brief- 
cases, and other similar belongings be 
left in the cloakroom behind the com- 
missionaires’ office in the main lobby. You may 
obtain a locker for temporary storage of valuables, 
such as cameras and fur coats, at this office. 


The commissionaires reserve the right to examine 
briefcases and other containers when researchers 
are leaving the building. 


@ For the physically disabled 


The entrance to the main building has 
ramps and automatic doors for wheel- 
chairs. Washrooms in the first base- 
ment and on the first, third, fourth 
and fifth floors have special facilities 
for the disabled. In addition, the main elevators 
are equipped with sound devices and braille signs 
for the visually impaired. 
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Services 


The role of the National Archives 


The National Archives of Canada has a three-part 
role. 


As a cultural agency, the National Archives is 
responsible for preserving Canada’s archival 
heritage. To do so, it acquires, controls, conserves 
and facilitates access to archival records, such as 
manuscripts, government records, photographs, 
audio-visual records, machine-readable records, 
maps, plans and pictorial records. 


As a government institution, the National 
Archives is also responsible for ensuring the 
sound management of federal records, destroying 
obsolete records and preserving those that are of 
lasting value. In doing so, the National Archives 
not only facilitates historical and scholarly 
research on all aspects of Canadian life, but also 
contributes to the effective and efficient operation 
of the Government of Canada. 


As part of a Canadian archival network, the 
National Archives of Canada provides aid and 
services to the Canadian and international archi- 
val communities. 


@ Services to the public 


RESEARCHER SERVICES 


The staff of the Archives assists researchers by 
making available to them the documents needed 
for their research. The staff answers their ques- 
tions, provides research advice and retrieves the 
documents that researchers wish to consult. 


For each type of research request, the staff of the 
Archives will advise researchers on the principal 
sources available for specific topics and will sug- 
gest reference material such as guides, inven- 
tories and indexes that can be consulted. Research 
techniques are explained to those not familiar 
with the use of archival material. It is strongly 
recommended that, before coming to the 
Archives to do research, researchers first contact 
the general information service [ (613) 995-5138] or 
write to the National Archives, so that pre- 
paratory information and material can be 
gathered. 


Researchers should be aware that there can be 
certain necessary restrictions on the use of archi- 
val records: 


Restrictions on access 
Certain conditions are placed on the con- 
sultation of some private collections. These 
conditions are generally established in con- 
sultation with donors, and the National 
Archives administers them. 


Many of the historical records of the Gov- 
ernment of Canada in the custody of the 
National Archives are subject to the provi- 
sions of the Access to Information Act and the 
Privacy Act. Included in this category are the 
civil service and military personnel files 
held at the Personnel Records Centre. While 
the Acts provide a right of access to these 
federal records, they also contain provi- 
sions which restrict certain kinds of infor- 
mation. Consequently, before the records 
can be made available to researchers, they 
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must be reviewed to ensure that no informa- 
tion in the records is subject to the afore- 
mentioned provisions of the Acts. To 
facilitate the process in the Government 
Archives Division, an information pro- 
cedure, which saves the researcher the time 
and expense of making a formal application 
under the legislation, has been established. 
For more information concerning this pro- 
cedure and the overall review of the histor- 
ical records of the Government of Canada, 
consult Access to the Historical Records of the 
Government of Canada, contact the Access 
Section, Government Archives Division, 
National Archives of Canada, 395 Well- 
ington Street, Ottawa, Ontario, Canada 
KIA ONS or call (613) 996-7711 or 996-7717. 
Those individuals interested in civil service 
and military personnel files may contact the 
Personnel Records Centre, Tunney’s Pas- 
ture, Ottawa, Ontario, Canada KIA 0ON3 or 
call (613) 954-4135. 


Restrictions on use 
Some archival records are accessible for con- 
sultation, but subsequent use such as pub- 
lication or copying may be limited by 
copyright or donor restrictions. 


Conservation measures 

Original documents cannot withstand con- 
stant handling. Therefore, many docu- 
ments have been copied in order to give the 
public access to the information they con- 
tain without the incurring danger of hand- 
ling them. In such cases, access to the 
originals may be limited. 


INTER-INSTITUTIONAL MICROFILM LOAN 
SERVICE 


A large number of the most frequently consulted 
documents (e.g., census returns, parish registers 
and passenger lists) are on microfilm. Thus, 
researchers may borrow microfilm through the 
inter-institutional loan service. To do so, they 
must contact a participating institution that has a 
microfilm reader. The request must be made by 
the borrowing institution using the proper loan 
forms. Please note that some microfilms are not 
available for loan. Titles and reel numbers must be 
clearly indicated. The National Archives also 
offers this service to foreign researchers. 


DIFFUSION PROGRAM 


The National Archives provides provincial and 
territorial archival repositories with copies of 
some of its holdings. Usually they are holdings of 
general interest suchas the papers of prime minis- 
ters, censuses, or documents relating to regional 
interests such as the records of the Department of 
Indian Affairs regarding western Canada or Can- 
ada Post records concerning the Atlantic Prov- 
inces. Copies of some maps, photographs, audio- 
visual material and works of art are available. 
Also, many finding aids are available on micro- 
fiche and are distributed to major university and 
specialized libraries throughout the country. For 
further information on the documents available in 
their area, researchers may consult the Union List 
of Manuscripts in Canadian Repositories, Guide to 
Canadian Photographic Archives, and Union List of 
Foreign Topographic Map Series in Canadian Map Col- 
lections, or check with their library to see if it has a 
collection of National Archives finding aids. 


A number of finding aids and inventories can be 
purchased in the form of microfiches, microfilms 
or photocopies. For more information, please con- 


tact the appropriate division (see list of telephone 
numbers on page 2). 
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ORDERING REPRODUCTIONS 


Researchers may obtain copies of many of the 
records held by the National Archives. These cop- 
ies are made using the appropriate reproduction 
process, such as photography, photocopying and 
microreproduction. Since each division is respon- 
sible for its own holdings and collections, 
requests for copies must be addressed directly to 
the division in question. You will find a list of 
these divisions and their telephone numbers on 
page 2 of this publication. A list of the current 
prices of each type of copy provided is available on 
request. 


Some documents, however, cannot be copied, 
either because reproduction is prohibited under 
the Copyright Act or because of other legal or 
depositor restrictions. Limitations must some- 
times be imposed on the type of reproduction 
process that can be used because of the fragility of 
the records. The National Archives reserves the 
right to limit the number of documents repro- 
duced, depending on the number of requests and 
the available human resources. 


PUBLICATIONS 


pnenesensnseninoiseoseo 


The National Archives produces and 
distributes a large number of publica- 
tions to inform the public about the 
records in its custody and the services 
it provides. These publications con- 
sist primarily of: 


- general or thematic guides, such as the Gen- 
eral Guide Series 1983 and Tracing Your 
Ancestors in Canada; 


* inventories of holdings, such as the Federal 
Archives Division General Inventory Series; 


* union lists of archival records, such as the 
Guide to Canadian Photographic Archives; 


* exhibition catalogues and posters, informa- 
tion brochures, technical publications relat- 
ing to archival science, and records man- 
agement publications; 


* a general interest magazine, The Archivist. 


A complete list of National Archives publications 
may be obtained free of charge by contacting: 


Publication Services 
National Archives of Canada 
395 Wellington Street 
Ottawa, Ontario, Canada 
K1A 0N3 

(613) 996-1473 


MAKING A DONATION OR DEPOSIT 


For information regarding a donation or deposit of 
archival documents to the National Archives, 
please contact the appropriate division (see list of 
telephone numbers on page 2) or call the general 
information service number (613) 995-5138. 
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EXHIBITIONS 


Exhibitions are a vital means of making the 
richness of Canada’s archival heritage better 
known to the public. The National Archives of 
Canada produces and circulates exhibitions based 
on its holdings that explore themes in Canada’s 
history and culture. 


Exhibitions are held in the Wellington Street 
building in Ottawa, and many are available for 
travel across Canada and abroad. In addition, 
exhibitions organized by other institutions are 
occasionally hosted by the Archives. 


For further information on current and upcoming 
exhibitions, please contact: 


Exhibition Services 

National Archives of Canada 
395 Wellington Street 
Ottawa, Ontario, Canada 
KIA ON3 

(613) 996-3580 


LAURIER HOUSE 


Laurier House, which served as the residence for 
two Canadian prime ministers, Sir Wilfrid Laurier 
and William Lyon Mackenzie King, is admin- 
istered by the National Archives. 


Located at 335 Laurier Avenue East, this mansion, 
which bears witness to the lives and times of thosé 
two great statesmen, also contains a re-creation of 
Prime Minister Lester B. Pearson’s private study. 


The House and its three floors are accessible to the 
physically disabled. It is open from Tuesday to 
Saturday from 9 a.m. to 5 p.m. (10 a.m. to 5 p.m. 
from 1 October to 31 March), and Sunday from 
2 p.m. to 5 p.m. Laurier House is closed on 
Monday. 


For further information, please call (613) 992-8142. 
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services to federal departments 


To meet its responsibility to oversee the proper 
management of government records, whether in 
paper, micrographic or electronic format, the 
National Archives provides a comprehensive ser- 
vice to all government institutions. The service 
includes a national network of records centres that 
store and service dormant government records, as 
an intermediary step to their final disposition or 
preservation; advice and guidance for improving 
records systems and practices; direction and 
assistance in scheduling records; and formal 
training to up-grade the skills of government 
employees. To ensure that there is a consistent 
approach in the management of records, the 
National Archives produces technical handbooks 
and investigates the impact of emerging technolo- 
gies. To assess the effectiveness of government 
records management practices and monitor im- 
provements, the National Archives regularly eval- 
uates this function in government institutions. 


@ Services to Canadian archives 


The Canadian Council of Archives, of which the 
National Archives of Canada is an active member, 
has the objective of uniting those Canadian archi- 
val institutions wishing to work collectively to 
preserve and make accessible Canada’s documen- 
tary heritage. 


For its part, the Canadian Centre for Information 
and Documentation on Archives at the National 
Archives provides information and documenta- 
tion to all Canadian archival institutions. 


At the professional level, the National Archives 
offers training to archivists wishing to develop 
expertise in a particular area of archival science. 
Special services and consultation are provided to 
many archives. The Archives supports the 
activities of the National Archival Appraisal 
Board, and the department’s employees are 
actively involved in various professional associa- 
tions. 
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